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No.: CA - 1575, August 15, 1958

_SUBJECT: 3" x BY Visa Card Iile

T0: A1l American Diplomatic and Consular Posts

' Through extensive study, as well as testing in connection with
| the revised visa procedures which ‘are being developed, the Depart-
ment has determdned that all visa records and indexes which are

3" x gn in gize should be consolidated into a single file arranged
alphabetically by nanie, Effective immediately, all posts are
directed to carry out this consolidation in accordance with the
instructions contained herein. ' ‘ .

This system for the naintenance” of visa card records, and the
procedurcs for implementing it, will (a) provide instructions for
weeding out and destroying obsolete lookout and refugal cards, obso-
lete cords on lost foreign passports and old indexes to issued
visas; (b) provide a narking system to facilitate future screening
and disposal of cards; (c) require searching in a single file,
rather than in several as is the case in nany posts; (d) establish
basic guide lines for the physical maintenance of the card files;
(e) establish uniforrdty throughout the Foreign Service; and (f)
improve the general efficiency of the visa operation,

"Aes Contents of Files The consolidated 3 x 5 visa card file
shall consist of the following. The express permission of -the
Department shall be sought befope any other cards are included.
Permission shell be sought by eperations memorandum hesded: "lecords
Management", A copy of each such request shall be sent separately
in an envelope marked: "Viag Cffice, Operations and Prpcedure§LBranch”.

1, Lookout and refussl cards pertaining +o applicants in, or
natives of, the country or area on which the post is located.

2+ Indexes to issued, transforred afig: abirdongd dfmigrant visa,
casess .o w

3¢ Indexes to issved né
Form I'S5e=257 (Jnncfl?
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~ form in June 1957).

lis Issued nonimmigrant visas, Form FS=257 (since adoption of revised ,

5« Cards on 1ost or stolen foreign passports (1ssned‘w1th1n the past
five years)o

6. Torms IS=257 (1ncomplete) on which clearances being obtained have

been noted (to gerve as a pending file).
Te Forms I-191 ApplLGatlon for Border Crosslng Card.

Be Establlshmcnt of File.

A

The ulnole 3% 5 file shall be established

by consolidating all ex1st1ng card files, usuallJ consisting of the lookout

file, indexes to issued visas and nonimmigrant visas (Forms FS=257).

It is

recommended that the smaller files be merged into the largest (usually the

1ookout file) after screening and destruction of obsolete cardse

: Ce Screenlng of Lookout Files

The first steps in setming up. the new file
are (I) screening the lookout or refusal card file; (2) destroying the removed

cardss and (3) marking certain retained cards with deotruction datess The,
basic criteria to be followed in screecning the cards are as follows: (1)

6ards are to be retained on individuals who have been or would be refused 7

visas on grounds which normally cannot be overcome or which would not be

readily apparent through the procedures and examinations, 1nclud1ng medical,
nornially followed in issuing visasy and (2) eards are to be destroyed if they
pertain to individusls who must be reconsidered after a lapse of time or who
~would be determined as 1nadm1551ble after the usual medical and other examina-

tions.

The following llstlngs are prov1ded as standard guidellnes to be used
. in this screenlng.. , .

le Cards to be retained

.
b
Ce
d.
. Ce

fo
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hd
A
L

Refusais

Refusals

'Reﬁﬁsals

Refueals

Refusals

Id
Refusdls

under 212(a) 9.
under 21é(§)‘1o
under 212(a) 12
under 212(a) 17
wnder 212(a) 19
under:212(a)'2é
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Refusals
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Ge Refusals under 212(a) 23

he Refusals under 212(@) 27
i. Refusals under‘2l2(a) 28
jg Refusals under 212(a) 29
ke Refusals on basis of Act of October 16, 1918

l. OCards which pertain to individuals who have claimed exemption
from United States military service

‘me Cards which serve as references to confidential card files the
post may maintain

ne Cards serving as vefercrces to’ conf'idential visa correspondence
from other posts or the Department, 1948 to present

6, Cards on narcotic smugglers
pé Cards on pefSons convicted of criminal theft
9. Notices to alcrt local imrdgration and.pol;ce author¢t1es

r. chm.l-19l Appllcatlon Tor Border Cros sing Carda

2. Cards to be destroyed
8« Cards on lost foreign passports (prior to July 1, 1953)

b.. Lockout notices (red cards) if they perta_n to deportations and
. not advisory opinions

ce, Deportation cerds perteining Lo natlonals of other countrles than
the host country except where an individual is knowmn to re31de in
the host countrye ,

de Refusal cards from posts other. than those in local country eyccpt
those from neighboring consulates in areas where there is intensive
reglonal travel.

e. Cards on mentally end physically defectlvc individuals (dated
prior to July 1, 1950)

f. Cards on | ]

UWHCTAGS T )
(S ecunty Classification)
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- ' fo Cards An individuals appearing on crew control lists issued
- durin%f the 1940's 3

Ee Refusals on basis of LPC (prior to July 1, 1956)

he 'RefuéalS'on basls of ACL

ie Refusals on bagis of illiteracy (prior to July 1, 1956)

j. Hefusals on bagis of no fixed demicile (prior to July 1, i956)

ke Lefnsals on basis of not being bona fide visitor (prior to
July 1, 1956)

l. Refusals made on basis of insufficient time for clearances
(prior to July 1, 1956)

m. Refusals made on basis of iﬁétﬁ‘fic'ient documentation (prior
to July 1, 1956) .

n. Recalls

0e IRefusal cards on individuals to whom visas were subsequently
issued :
J . )

This instruction constitutes the necessary authority for destruction of
the cards screened from the lookout and refusal card file.

‘Before refiling those types of cards which are dated subsequent to the
dates given under C2 above (items &, €, g, i=m), the cards shall be stamped
‘with a destruction date (see linclosure 1 for gsample) as follows:

Lost foreign passports:

Dated June 1 = December 31, 1953 o Stamp 59
Dated 195 | R Stamp 60
Dated 1955 Stanp 61
Dated 1956 ' -é"'c‘amp; 62
Dated 1957 S’c.amp63
Dated 1956 ’ N S'bampéh .
- - Cards

UNCLASSTIT i@y
(Security Classificition)
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Cards oif the types listed under ¢, g and i through n:

Dated June 1 - Decemberm3l, 1956 - Stamp 59
Dated 1957 . Stamp 60
Dated 1958 Stamp 61

¢+ Da_ Screening Indexes to Issued Iimigrant Visase The second step in
dsveloping the single 3 x 5 card file is screcning the indexes to issued ,
immigrant visas. All index cards to Liudgrant visas issued prior to February 1,
1957 shall be removed and destrouyede The balance shall be stamped with a |
destruction date as follows: : ’ '

Dated Fébruary 1 - Avgust 31, 1957 - Stamp 59
Dated Sept. 1, 1957 - August 31, 1958 | Stamp 60
Dated Septe 1; 1958 ~ Aupust 31, 1959 ' o Sﬁémp 61

After the index cards have been marked with the destruction date, they

shall be interfiled with the screened lookoul and refusal cards. Any post

. where, because of investigative requirements requiring analysis of old visa

., files for the tracing of family connections ("slots") or for other unusual

reasén is convinced that proper visz operations require longer retention of

" indexes to issued visa cards than is provided herein shall, before implementing
this instruction and within ten working deys of its receipt, report the full
facts by operations memorandum headed: "Records lianagement". Copies of each
such request shall be forwarded separately in envelopes marked: !"Bureau of
Security and Consular Affairs, Hxecutive Officer" and "Visa Office, Operations
and Procedures Branch'e .

. E. Screening of Indexes to IJIV's and IS 257's. The third step is screen-
ing the index cards to monimmi:rent visas (prior to June 1957) and merking the
balance of the cards and forms IS-257 with destruction dates. All indexes to
nonimmigrant visas issued prior to Deceuber 23, 1952 shall be destroyede Subse-
quent index cards to nonimmigrant visas {uscd 'prior to June 1957) and forms
FS=257 shall be marked with destruction dates as follows:

Dated 1952 Stamp 60
Dated 1953 | Stamp 6L
' Daﬁed 1950 4 ‘j | 'bﬁt@dp 02
Dated 1955 ., | b 63 o
L_. - : Datéd"l%é_ -

UHC T80 T )
(Security Classification)
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+ Dated 1956 . ' Shoap Ol
Dated 1957 . Starp 65
Dated 1950 Stanp 06

Where an individval has had repeated vise services, only the latest index
on F'S=257 need be retaineds In such casc notations shall be made under "Remarks"
on the reverse of I'S~-257 to indicate date, post number, if any, and classifica=
tion of prior nonimiisrent visas within z l)Cl"lO(] of ten years, the year dates
of prior security checks within a period of ten yecars, the dates and places of
revalidations or transfers z,i‘iecbcd outside the consular district within the
past ten years. If the required notaticus cennot be coordinated conveniently
on the 1'S=257, they lay be placed on a 3 z : 5 card o be stapled to it and to
‘be attached to subsequent I'S~257's l"G‘L:{l.LI‘(d in place of it

, Notices of revaflidation and/or s gepior of visas efiected at other posts
shall be noted on the FS=257 or 1nde*c covering bthe visa to which they refer «
‘and shall be destroyed. -

Af‘oer the cards have been narked with destruction dates and collated as
indicated in the two preceding paragraniis, they shall be interfiled with the
screened lookout and refusal cords and the indexes to issued inmigrant visase

! Fo Filing KNew Cards. lew cards of the types listed in A above shall be |
interfiled as they are created and received ly the file roome It should be the

responsibility of the visa file supervisor to make certain that cards are properly y

marked with destruction datco (geo nexh secti onje

(te larking New Cards for Destruction. Cards being added to the 3 x 5

 wisa card file shell be marked with a lerge mumeral showing year of destruction
‘before filing. This shall bq done as follows:

1, Refusals

as When visa has been refused on the basis of 212(a) 9, 10, 12,
17, 19, 22, 23, 27, 28 and 29

NO destruction date will be stamped on card.

be When a visa has been refused on o‘o‘ler ground.: s sta.mp the
card as follows:

Refused in 1950 Stenp 6L
itefused in 1955 - St‘émp" 62
L - , Refused ~ .J

UACT AR

(Security C lassz}‘:caho n)
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Refused in 1960 - . Stamp 63

eto. ebc. etce

24 I,ndex cards to issued, transferred or abandoned immigrant visas

Dated Sept, 1, 1957 = August 31, 1958 Stamp 60
Dated Septe 1, 1958 = August 31, 1959  Stamp 61
Dated Sept. 1, 1959 = August 31, 1960 Stamp 62

sbec. etcs etce
34 Issued Forms F5=257

‘Issued in 1958 " Stamp 66

" Issued in 1959 | Stamp 67

Issued in 1960 ‘ Stamp 68
‘ et;Cp etc, etcs )

li« Notices of transfers or revalidations- of visas at other poStS.
Note on Form FS=257 to which they relate and destroys

5. Forms I-191, Aﬁplication for Border Gros.sing Card. Stamp £0 be .
de{s’oroyed in the year following the sevgn’oiet.h birthday of the alien.

. H, TFuture Removal and Destruction of Cards. Beginning in January 195%
all cards which bear bthe large numeral W5on are to be removed from the file
~ and destroyeds In Jamuary 1960 those cards marked M"60" will be destroyed.
~ The pracgtice is to Dbe continued in similar fashion in ensuing years. Removal
and destruction may be accomplished in one of two ways:

1. As new cards are filed or the file is used, cards may”be“ removed
whenever they are noticed, or e ‘

2+ A systematic screening of the file from A to Z may be mades

In neither case will the cards need to be read since the destruction date was
pre-~determined at the time of filing. o I

"I, Expansion Room in File Lrawers. When consciida'liing.the various card
files into a single Tile, care should be talken to provide adequate room for N

anticipated

NHCLASSIUIED,
(Security Classification)
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. o o 1
anticipated normal expans:Lon. Otherw:n.se, frequent shiftings of the cards '
wi become necessarys As a guide, it is suggested that approximately O
incl;es eypanslon “pe left in drawers which are 2l inches long and 5 inches
_expansion :i.n 15 inch drawers. ©Similar space should be left in equipment '
“which nay be of other dimensionse

Je Equipmen'b.

1. Rubber Stanps

It will be necessary for posts to procure hand rubber stamps with
which to stamp destructJ.on dates oh the cards. The numerals
B ,,“Ehould be appro:a.mately % inch in height and similar to those
shown in the examples in Enclosure ls One set for thé years
1959 through 196l should be sufficient for most posts. These
should be procured locally, if possible. Otherwise, they should
e requisitloned in accordance with regular proceduress

: "2.‘ Guide Cards - | ,

Guide cs.r-ds properly Spaced in the file drewers will grea‘oly
.improve the efficiency of filing and finding operationss Card
.....£iles may have too many &s well as too few guides. Culde systems
"4 normally are made up in multiples of 100s It is recommended
"bha'b there should be one gulde for approximately every LO cards
r % linear inch of caerds. Thus, a file occupying LO to 60
: 1:.near inches of space after screening and consolidation would
~ . -Yequire a 100=division guide. A file of 4OO to 600 linear
“““inches would. require a 1000=division guide systen.. Because of
the great use made of this 3 x 5 file only gulde cards with
celiuloid reenforced tabs or of high grade préssboard should be
‘,Apurchased. Poorer grade stock will not withstand the constant
I usage that this file receives. Questions regarding the type
+ and size of guide system to be used should be referred to the
+. Department by 1, subject, RECCRDS MANAGEMENT: Guide Cards for
. Visa Card File, Questlons regarding the purchase of this equipment .
... should be J.pfcluded in an (1, subject, SUPPLIES AND LQUlPIﬂJNI‘
: Purchaue oi; Gu:Lde Cards. L ‘ ‘

" Ke Date oi Comple'blon. POSto should attempt to complete the screening
and consolidation of the iiles in accordance with the above instructions as
soon as possible. LEach post is requested to inform the Department when the
project is complebed. ‘

R 1T Re;gort on Cards Destroyed. A report on ‘Lhe volume in verms of linear
=dnches ol cards destroyed shall be made by (I, sub,}ect RECORDS LANAGEMENT,

L_ upon completion of the project. N
T i Rbrey : HER‘I‘ER (ACTING)
cn8ample Index Card and ‘

Refusmlcard _  UNCIASSTIT I
o (Security Classzﬁcatwn)
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